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📢 We're Hiring | Apply by 15 June 2026 | 📍 Matthew 25 Mission Centre | Eastbourne

The Role: Charity Administrator & Project Co-ordinator

We are looking for a committed Christian who would like to continue Christ’s mission on Earth by combining their faith with their job, helping and working with the poor and marginalised.
We’re seeking a passionate, values-driven leader to join our team in a brand-new role.
This role will grow with us as we develop our exciting 'Moving On' initiative, supporting homeless and disadvantaged individuals in Eastbourne.

🔑 About the Role
Reporting to, and collaborating closely with, the Chair of Trustees, you'll lead the day-to-day operations of the Mission.
👉 You shall look after our small team of staff and volunteers, ensuring legal and HR compliance, while also overseeing our shop and social welfare programme.
👉 You'll be the external face of the Mission, building relationships with partner agencies, churches, and funders, driving our strategic development.
⚠️ This is a combined administrative and PR role, requiring a deep knowledge of how charities operate, high emotional intelligence, an ability to quickly assess opportunities, and strong presentation skills.

✅ What We're Looking For
• Experience running or co-ordinating a charity or similar organisation
• Strong people management and communication skills
• Knowledge of employment law, safeguarding, and GDPR
• Confident with MS Office; able to produce reports and grant applications
• A rooted Christian faith, empathy, resilience, and integrity
• UK driving licence and willingness to complete a DBS check
• Educated to UK Level 3 or above (though experience is valued equally)

☀️ What We Offer
We offer a happy and varied work environment, free breakfast and lunch whilst at work, 28 days leave, pension scheme; Pay – commensurate with the role and experience; Hours - 37.5 Hours per week.

💛 This is a flexible, evolving role with real purpose, a chance to make a lasting difference in people's lives.

☀️ Apply by 15 June 2026
Please send us your CV, together with a maximum 500-word cover letter, stating what makes you a great fit for the job at manager@matthew25mission.org.
For additional questions/clarifications, get in touch at 01323 726960.

Please share this post 🙏
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